AGENDA ITEM FOR ADMINISTRATIVE MEETING () Discussion only

(X) Action
FROM (DEPT/ DIVISION): Dan Lonai, Administrative Services
PROGRAM: Records
SUBJECT: Creation of Records Specialist Part-time Position
( ) ACTION REQUESTED:

Administrative Services is requesting the creation of
a part time Records Specialist position to work in Approve creation of a Records Specialist
records. The employee will perform recording and | position at Range 16, to work up to 19 hours per
other duties in the office, and provide backup support | week, without benefits, effective immediately
where needed. The estimated cost of the position is
$28,000

ATTACHMENTS: Proposed Position Description
Date: (10/18/21) Submitted By: (Dan Lonai)

************ForIn&xnaTUSe(hﬂy************
Checkoffs:
) Dept. Head (copy) To be notified of Meeting:
) Human Resources (copy)
) Budget (copy)
) Fiscal
) Legal (copy) Needed at Meeting:
) (Other - List: )
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Scheduled for meeting on:  October 20, 2021

Action taken:
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Follow-up:




